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] ESTABLISH DISPOSITION STANDARD;  [—j DISPOSE OF PHESENT ACCUMULATION;
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" Budget Analyst - - 656-4343 d

B.Earliest & Latest 9. Exact Series Title _ o

Dates of Series : R o
1970 to Date - Budget (DHR State-wide) Files
!0 \hat is the function of the office in which this record series is created? T

The Department of Human Resources, headed by the Commissioner, is responsible for the planning,
organizing, directing, coordinating and controlling the delivery of services to the residents
of the State of Georgia., Included are diagnosis and treatment of mental disorders; control of
physical health programs; administration of public assistance programs, Federal food programs,
and medical assistance programs; administration of the delivery systems for services directed
to indigents, children and consumer information; administration of programs which enable the
non-productive members of society (blind, physically and mentally handicapped) to function as
productive members of society; administration of programs for the elderly; evaluation of
programs of the Department and suggesting improvements in these programs; and supportlve ser-
vices, f

- EILR -t L. . _ L LR

The Planming and Budget Unit has the responsibility for providing planning and technical
assistance to managers and planners for meeting expectations of the Federally funded compre-

hensive health planning programs, and to support the Management Team in Department-wide planning;
1. This file contains the following documents (include form numbers and titles, if any,

and file arrangement)

Documents relating to planning, coordinating, reviewing and approving operating budgets for
institutions and divisions which comprise the Department of Human Resources (1nc1ud1ng
hospitals).

Included are: See attached list ~-- also included are:
QAS (6)<71 (Schedule I - Personnel Services Detail), which gives information -as to salaries
by quarter. ik ‘ S g?

:0AS (6)-73 (Schedule II -- Regular Operating Expense and Line Item Detail), giving informatiof
ag to-operating expenses by quarter, . - -

0AS (6)-70 -(Budget Summary), which combines salary and operating expenses, -fund source

and explanation of need for budget amounts.;;- - s omans o~ L T
The file is arranged by fund code; thereunder numerical%%:by unit code. e o o
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QDESTIONNAIRE Plece an "s” 1a the prop:::l::lﬂ-r If apaver is "YES," plesse 'nplrnln ; }Y ES | NO P
13. Is this the Record Copy of the series? ‘ o [x] A
14, Is there a duplication of this series in another offlcg { ag - - x] [ ]

- Budget Division, Office of Planning and Budget, has duplicatio o

15. Is the information contained in this series ever summarized or published? 5 l [
Attach copy of summary or publication. OPB publishes information on final approved budgets

16. Does the series contaln cla551fied information’'requiring securlty handling? S O B 3
17. Does the series inltiate, smend or terminate agency policies and—procedures° [x] -] ]
" " All activity must be ‘funded through the approved budget - -~ T SR RN
18. Could the function be performed if the files were lost or destroyed° , [x] [ ]
Although it would be difficult to obtain necessary information :
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? [ ] 14
20. Does the retord series provide data as input to an EDP file? (x] [ 1
Records of salaries and operating budget matters N
21. Does the record series contain documentstion produced as EDP printout? sz %] T[]
Printout 1s divided and sent to variocus Divisions and Counties quarterly
22. Has the Federal Government issued instructions governing the retention/dispo- [ ] [%]
51t10n of these files? L R i A SO - -~ — - s
B Vi - Y- i R et TAea -:-

'23 wlll there be a need for these records 10 15 years from now’ng yes what¢ ;;::f 1 .fxl
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REQUIREMENTS The fbllowlng requlres %he flles to be kepu , 5 T years T
a.[ 1STATE b []STATUTE OF ’c.[]AUDIT d.[]FEDERAL e; [x]AmmxSTRATIVE “f. []HISTORICAL
LAW . 07 LIMITATION - - - PERIOD * " LAW =7 7 7 DECTSION - VALUE -~
] - e -~ (Cite Law, Statute, or other reason for the rotention pequirement) :

Needed for comparison in computing allotment ratios and for audit referral

o - . - . - - - - =t - - e

25. AGENCY RECOMMENDATIONS. #his agency recommends that the file series be cut off at- the end

of each ~[]CALENDAR YEAR ~kIFISCAL YEAR -{]OTHER_.__ - .then:
[ ] Hold in the current files area - ‘month(s)/ year(s):
[ ] Pransfer to [ ] Staxe Records Center [ ] Local Holdlng Area, hold year(s)
[ ]'DestrOy., S = = . p
[ ] Transfer to State Archives for permanent retention. ' f - v R
{ ] Destroy immediately after cut-off. . S
[k ] Other: (Specify) Ar S P e . BRI

Central Budget and Division Budget F11es = Cut off file at the end of each fiscal year; hold
in current files area 3 years; transfer to State Records Center, hold 2 years; then destroy,

Section, Unit, and Activities Files - Cut #ef £ile at the end of each fiscal year; hold in

— _ —

Printout - Weekly/Quarterly Expenditures vs Al stment by Budget - same retention as budget files

Personnel Office - Form OAS (6)-70 (Rev7-74 "Budget Summary', received from Budget Office-
may be destroyed as soon as pertinent information is recorded,

Earlier destruction is authorized. S .

_ . _ _ — - - _—- = - — Ce—— — ——— - -
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current files area 2 years; then destroy. 1‘3
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Continuation

10, projects., This Unit also provides a central authority in the Department to
uniformly develop, interpret, manage, and provide assistance in the adminis-
tration of the Department budget; provides information and maintains a listing
of fiscal resources; and acts in the capacity of liaison with the Regional and
National Offices of HEW on Federal fund projections.




'Fiies may include, but are not limited to:

Working Papers such as:
Drafts, memorandums, correspondence, supporting material contracts,
expenditure reports, personnel services projections, appropriation
registers and other documents related to the planning of the
Departmental budget, .

Office of Planning and Budget forms:

Annual Operating Budget - Department Summary (OPB-Budget-1)

Annual Operating Budget - Activity or Budget Unit Detail (OPB—Budget—Z)

Annual Operating Budget - Schedule of Personal Services (OPB-Budget-3)

Amendent to Annual Operating Budget- Budget Unit or Department
Summary (OPB-Budget-5)

Amended Sub- -Object Detail - Activity, ‘Budget Unit or Department
Summary (OPB-Budget-6)

Quarterly Allotment Request - Budget Unit or Department Summary
(OPB-Budget-10)

- Quarterly Allotment Request ~ Activities Summary (OPB-Budget-ll)
Quarterly Expenditure Report - Department Summary (Budget = 20)
Quarterly Expenditure Réport = Activities Summary (Budget - 21)

+ Quarterly Expenditure Report - Activity, Budget Unit or Departmental

Detail (Budget - 22)
Capital Outlay Needs as Projected by the Department - (Budget - 29)
Zero Base Budget Request - Activity or Department Summary (0PB—Budget-30)
Zero Base Budget Request - Activity Information Summary (OPB-Planning-40)
Zero Base Budget Request - Activity or Department Sub-Object Schedule
(OPD-Budzei-41)

Zero Base Budget Request -~ Activity Personal Services Schedule (OPB-Budget-42)

Zero Base Budget Request - Activity or Department Decision Package Ranking
(OPB-Budget-43) '
Zero Base Budget Request - Decision Package (OPB-Budget-44)
Request For Payment on Budget Aliotment (BB—112),
- Also Included. -

Governor's recommendations on the prOposed budget, Legislative changes
to the Governor's recommendations, Priorities for additional state funding,
Budget summaries and detaills, Five Year Financial History of Federal
Progrmas Requiring State Funds, Georgia General Assembly appropriations

- bills, Departmental Program Inventory, and State of Georgia Budget Reports.



